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1. Schedule 

The teaching-learning arrangement consists of component A: Development of a time 

management method and component B: Personal time management. Both elements 

have to be carried out in the class. A graphical overview illustrates the process, 

which is designed to promote students’ time management competence. In addition to 

the schedules for the components A and B, there are worksheets, slides and 

illustrations, which are attached at the end. The worksheets and slides are provided 

for use in the lessons and can be used as templates.  

 

Component A 

Duration: 45 min. 

Class size: up to 25 students 

 

Duration 

(circa) 

Lesson  

phases 
Abstract / content 

Method, 

Working 

material1 

10 min. Motivation 

Introduction  

Mark’s daily routine  
Worksheet 1 

Discussion in plenary  

Aims of the discussion: 

- Generating awareness  

- Identification with the topic 

- Enabling a thematic access 

Flipchart 

 

10 min. 

Development 

Development I (in small groups) 

of important elements of time 

management with the help of an 

example. 

Worksheet 2 

10 min. 
Consolidation of the results in plenary 

(Example cluster method). 
Illustration 1 

                                                 
1
 See chapter 5: working material 
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15 min. 

Development II (in plenary) of the time 

management method in order to 

accomplish the tasks within the time 

frame based on the cluster. 

Create schemes (Illustrations 2 and 3) in 

plenary or present one of examples of 

the method on charts prepared by the 

teacher; the schemes can be displayed in 

class. 

Illustrations 2 

and 

Illustration 3 
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Component B 

Duration: 90 min + 15 min. (next lesson) + 15 min (after 1 month) 

Class size: up to 25 students 

 

Duration 

(circa) 

Lesson  

phases 
Abstract / content 

Method, 

Working 

material2 

5 min. Introduction 

Warm-up: Discussing the methods 

(Posters of component A) / The case of 

Mark 

Worksheet 1 

Illustrations 

2 and 3 

40 min. Consolidation 

Assignment of Mark’s tasks and 

appointments to time and priority in 

small groups 

Worksheets 

1 

and 3 

Consolidation of the small group work in 

plenary; 

discussion about possible stress 

resulting from Mark’s daily schedule 

Slide 1 

Illustration 4 

Daily schedule: Classify the tasks and 

appointments of a day's work 
Worksheet 4 

35 min. 

Transfer 

Personal time management: 

Individual tasks and appointments  

(Individual work)  

Own time management: create own 

daily schedule 

Worksheet 5 

 

5 min. 
Controlling of seatmate: person sitting 

next to the student 
Worksheet 5 

5 min. Close Explanation of homework Worksheet 6 

15 min. 
Checking 
(on the next 
lesson) 

Discussing homework  Worksheet 6  
(filled in) 

15 min. Lesson after 1 
month 

Giving feedback on the verification of 

the planned day by the students 
Worksheet 7 

                                                 
2
 See chapter 5: working material 
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Exercise 

Problem?!? 

Solution! 

Transfer! 

 
Time 

 
Estimated 
duration 

 
Task/appointment 

done 

 
 
Notes 
 

2h  
 

   

2:30h  
 

   

3h  
 

   

3:30h  
 

   

4h  
 

   

4:30h  
 

   

5h  
 

   

5:30h  
 

   

6h  
 

   

6:30h  
 

   

7h  
 

   

7:30h  
 

   

8h  
 

   

8:30h  
 

   

 

Next 
day 

    

 

2. Overview of the teaching-learning arrangement ‘time 
management’ 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6:45 a.m. Mark gets up, wash es and is looking for the work clothes he needs for the 
hardware store where he works - unfortunately there is no time for breakfast

7:15 a.m. Mark gets on the bus to travel to the hardware shop (on Mondays and 
Tuesdays) where he is an apprentice , while on the other days of the week he 
goes to vocational college. 

8:00 a.m. Mark prepares the shop for opening. He arranges the shelves with goods from 
a new delivery.

8:30 a.m. He talks to the manager about his duties for the day.
9:00 a.m. The shop is open and Mark helps to serve customers
10:30 a.m. Break: Mark is hungry, but he has nothing to eat.

2:00 p.m. He finishes work and hurries home for lunch, because he is very hungry.

2:30 p.m. Mark prepares the meal. After the meal he is very tired and he would prefer to
sleep for a bit . However, he cannot do so because at 3.30 he has a job 
interview with the manager of the home appliances department in a department
store.

3:45 p.m. Mark was late for the interview, so he had to wait 30 minutes.
4:30 p.m. Mark meets up with hi s friends in the city; they decide to go to shopping mall 

because they want to buy T -shirts and, on this occasion, they go window -
shopping to compare how the competitors encourage the customers to enter 
the shop by their storefronts . Mark would like to look around clothes stores for 
longer, but he cannot, because he has to do shopping for supper. 

6:30 p.m. Finally, some time to rest - Mark lies on the bed and listens to music.

7:00 p.m. Mark walks the dog and buys food for supper.
7:45 p.m. Mark eats with his family in the evening. The supper is late, because he didn’t

manage to buy food on time.

8:15 p.m. The adventure film which Mark was looking forward to begin s. He does not 
want to miss it. So, he left the dining room before the family finished the supper.

10:00 p.m. Mark remembers that tomorrow he has to go to college again and all his 
homework is waiting in his bag!

10:15 p.m. Mark falls into bed exhausted. He knows that tom orrow will be just as 
stressful ...

!

Get up early

Make  a new 
appointment

Day‘s review

Enough sleep

Later he can fall 
asleep again.

Doing homework
To deal with other 
activities
Unforeseen events!

Take care of 
the time

To maintain the 
appointment

To follow 
the plan

punctuality

Planning the 
day

Create day‘s 
schedule

Organize one‘s 
time

Task and
appointment Breaks!
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3. Component A: Development of the time management 

method – information for teachers 

The information is designed to support the teachers in planning and developing the 

component. Elements at each stage of the component are explained and ideas are 

provided for implementation. The information intends to offer some guidance only. 

 

Motivation phase 

Introduction: The teacher hands out ‘Mark’s daily routine’ (Worksheet 1). Students 

have 5 minutes to familiarise themselves with it. It is important that all students have 

a good understanding of Mark’s daily routine. This may be facilitated for example 

through reading it aloud with subsequent presentation of the worksheet as a slide. 

Feedback from the teacher is useful.  

Plenary discussion: Through the plenary discussion, the problem of a lack of 

structure and planning in Mark’s daily schedule should be identified.  

The concept of time management is unfamiliar to most students. Time management 

can be clarified by showing that certain planning processes and structural elements 

help to solve tasks. The approaches and ideas should ideally come from the students 

and this will be discussed further in the Development phase I. 

 

Development phase 

Development phase I:  

The teacher divides the class into small groups or the students form the groups 

themselves. During this phase, the students have the opportunity to collect and 

organize some planning elements (also see Worksheet 2). Here, the brainstorming-

method is useful. The results of this phase provide an important basis for the 

development of the time management method. 

Consolidation of results:  

While consolidating the results, the teacher should make sure that the student 

contributions are captured and flow into a common concept (time management 

method) (see Illustration 1).  
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During the consolidation, the following aspects should be discussed: 

 

1. Breaks:  

What do breaks mean for students? (Relaxation through exercise, music, sleep, 

etc.)?   

How important are the breaks?   

Does every student need the same number of breaks? 

2. Tasks and appointments:  

- What is an appointment? An appointment is a meeting fixed for a certain date 

and time (e.g., football training, tutorial).  

- What is a task? A task is an activity to be done, usually by a certain deadline 

(e.g., homework, studying, help in the household work, breaks …). 

 

Important: There are private appointments and those related to work or college, 

which initially are ranked at the same level of importance. The students should learn 

to recognize the importance of the tasks and appointments themselves. The different 

individual approaches to understanding the importance of tasks should be picked up 

in this phase through a discussion. For example, the students could discuss the 

implications of someone not keeping an appointment. 

 

Development phase II:  

 The clustered results of the group work in phase I are consolidated and presented 

in the plenary. 

 The development of the time management method relies on the active 

participation of students. For example, the students may want to produce a 

graphic presentation of the method.  

 Illustrations 2 and 3 are examples of a presentation of the time management 

method. The teacher can use either Example 1 or Example 2 to present the 

method. Before the presentation, the teacher should read the explanation of the 

method below Example 2.The jointly developed presentation of the time 

management method should be displayed in the class. It serves as an orientation 

when the method is discussed at a later point. 
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Notes on the development of the time management method 

The core elements of the component are: 

 

1. Set tasks 

 identify tasks as accurately as possible (read through) 

 clarify anything which is not clear 

 formulate tasks as accurately as possible 

 if necessary, subdivide the tasks into individual steps / subtasks 

2. Structure of the tasks 

 distinguish between appointments and tasks 

 recognize the importance and urgency of appointments and tasks  

 recognize the duration of appointments and tasks  

3. Time planning 

 identify/ clarify available time 

 allocate appointments and tasks to time slots 

 plan breaks between appointments and tasks 

 determine the start time of individual steps  

 have the time schedule checked by another person  

4. Implementation 

 Observe the time schedule 

 Monitor the schedule after each task and appointment 

 Identify possible adjustments of the schedule  

5. Evaluation 

 Check planned and achieved tasks and appointments 

 Fault diagnosis - own behavior / planning / external circumstances 

 

If needed: Start the method again. 
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4. Component B: Personal time management – information 
for teachers 

 

The information is designed to support teachers in planning and developing the 

component. Elements at each stage of the component are explained and ideas given 

for implementation. The information is intended to provide some guidance only. 

 

Introduction 

The developed time management method of component A (Illustrations 2 and 3) and 

Mark’s daily schedule (Worksheet 1) are briefly discussed. Individual students may 

explain the steps of the time management method. 

 

Consolidation 

Time and priority:  

 Before starting the group work (Worksheet 3) teachers may want to reinforce the 

distinction between appointments and tasks:  

 What is an appointment? An appointment is a meeting fixed for a certain date 

and time (e.g. an Interview).  

 What is a task? A task is an activity to be done, usually by a certain deadline 

(e.g., homework, studying, help in the household, breaks …). 

 The teacher should emphasize that the tasks on Worksheet 3 refer to Mark’s 

tasks and appointments from 2pm onwards. 

 The students should be able to identify how much time Mark has left for his tasks 

and appointments (2pm – 10pm). 

 The question of whether Mark is able to manage all his tasks and appointments 

together with possible solutions (Worksheet 3) may be discussed either in a 

plenary or in small groups. 

 

Consolidation of the results: 

 The teacher hands out forms (Slide 1), which the students use to write down 

Mark’s tasks and appointments indicating the importance, urgency and duration of 
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each task/appointment. Then the students and the teacher agree on a final 

version, which they note down on a flipchart or slide. 

 The form with Mark’s tasks and appointments (Slide 1) can help to co-ordinate the 

different assessments of individual students, to discuss these and to document 

the consensus of the class (Illustration 4).  

 Any difficulties students may have in the assessing importance and/or duration of 

the tasks should be addressed in this phase of the lesson and possible solutions 

should be discussed. 

- In assessing the duration of tasks, it might be helpful to divide the main task 

into sub-tasks or steps. These sub-tasks in turn can be allocated to specific 

slots. 

 The question whether Mark is able to manage all tasks and appointments should 

be discussed. If there are too many appointments and tasks, the less important 

ones may have to be moved to the next day (discuss implications) or breaks may 

have to be reduced in length or left out completely (discuss whether this is 

reasonable). 

 It may be useful to compare Mark’s time management problems with those of the 

students and discuss them (possible questions: Do you have one stressful day 

per week? Why is this day stressful?). 

 Development of a daily schedule: Students are often very quick to schedule the 

appointments and tasks, whereby they allocate importance, duration and urgency 

intuitively (Worksheet 3). The time management method emphasizes the stepwise 

procedure. With the help of the criteria importance, urgency and duration, 

students are able to develop a time schedule in a strategic way. 

 In the process so far, the planning of schedules was done step by step. The 

student will now be able to create Mark's daily schedule (Worksheet 4) based on 

the preliminary work. There is no "right" schedule. Appointments are fixed so that 

it is helpful to record them first. 

 

Transfer 

During this phase, the time management method, which in the consolidation phase 

was illustrated by Mark’s daily schedule, is transferred to the daily life of students. 

The worksheets 5 and 6 indicate the steps involved. The worksheets should be 



ReSeCo – Retail Sector Competencies 
Teaching-learning arrangement‚ Time management 

13 

 

distributed, explained and worked upon by students one at a time. In this exercise, 

activities conducted in step 1 can be linked to step 2, as pupils already know the time 

management method. Therefore, both estimated duration of particular tasks as well 

as their importance and urgency can be recorded in one table (Worksheet 5). 

 

Homework 

The homework "Following a self-designed schedule’ is part of the teaching-learning 

arrangement. Students are required to design a schedule for one day and to 

subsequently follow this schedule. Afterwards, there will be a reflection of the 

individual time schedules, which takes about another 15 minutes during the next 

lesson. Moreover, after one month a discussion can be conducted during a lesson on 

pupils’ feedback concerning the planned day based on their opinions presented in 

Worksheet 7. The teacher can ask students, if it is appropriate, to plan the whole 

week instead of one day, depending on the possibility of realization of this task. 
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5. Working material 

5.1 Overview of the material 

The worksheets and slides are designed for use in the classroom and may be used 

as templates. The illustrations serve the teacher as visual aids and help with the 

planning, preparation and implementation of the teaching-learning arrangements. 

It is recommended, where appropriate, to prepare all the material as slides or 

transparencies to explain the work tasks to the class and to stimulate discussion in 

the plenary. 

 

5.2 Worksheets 

1. Mark‘s daily routine (chart) 

2. Work task ‘development of method’  

3. Work task ‘structuring the goals‘  

4. Mark‘s daily schedule  

5. Transfer: Task prioritizing and time structuring 

6. Transfer: Implementation and evaluation 

7. Transfer: Feedback from the students 

 

5.3 Slides 

1. Forms of task or appointment  

 

5.4 Illustrations 

1. Cluster method 

2. Time management overview scheme 

3. Time management detailed scheme 

4. Sorting out activities 
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5.2 Worksheets 

Guidance for using the worksheets 

 The worksheets 1 - 7 serve as templates for the implementation of the 

components A and B and are copied for the working groups. 

 The schedule at the beginning of this document indicates in which phase of the 

lesson the worksheets are used.  

 The tasks for the students are formulated on the worksheets. However, the 

teacher must ensure that the students understand the material and clarify if 

necessary. 

 It is useful to hand out the worksheets to the students only in the relevant phase of 

the lesson. 

 A folder, in which all the documents are collected, can help the students to monitor 

their own learning processes (starting point of learning portfolios). 

 The worksheets of the transfer phase should be handed out to students in multiple 

copies so that they may use the method on their own initiative. 

 The document includes possible solutions to the tasks. 

 

 

 

 

 

 

 

 

 

 

 

 



 

Worksheet 1 Mark’s daily routine (chart) 16 

Is this a normal day for apprentice Mark? 
 
Mark‘s daily routine: 

6:45 a.m. Mark gets up, washes and is looking for the work clothes he needs for the 
hardware store where he works - unfortunately there is no time for breakfast 

7:15 a.m. Mark gets on the bus to travel to the hardware shop (on Mondays and 
Tuesdays) where he is an apprentice, while on the other days of the week he 
goes to a vocational college.  

8:00 a.m. Mark prepares the shop for opening. He arranges the shelves with goods from 
a new delivery. 

8:30 a.m. He talks to the manager about his duties for the day. 

9:00 a.m. The shop is open and Mark helps to serve customers. 

10:30 a.m. Break: Mark is hungry, but he has nothing to eat. 

2:00 p.m. He finishes work and hurries home for lunch, because he is very hungry. 

2:30 p.m. Mark prepares the meal. After the meal he is very tired and he would prefer to 
sleep for a bit. However, he cannot do so, because at 3.30 he has a job 
interview with the manager of the home appliances department in a department 
store.  

3:45 p.m. Mark was late for the interview, so he had to wait 30 minutes. 

4:30 p.m. Mark meets up with his friends in the city; they decide to go to shopping mall 
because they want to buy T-shirts and, on this occasion, they go for window-
shopping to compare how the competitors encourage the customers to enter 
the shop by their storefronts. Mark would like to look around clothing stores for 
longer, but he cannot, because he has to do shopping for supper.  

6:30 p.m. Finally, some time to rest - Mark lies on the bed and listens to music. 

7:00 p.m. Mark takes the dog for a walk and buys food for supper. 

7:45 p.m. Mark eats with his family in the evening. The supper is late, because he didn’t 
manage to buy food on time. 

8:15 p.m. The adventure film, which Mark was looking forward to, begins. He does not 
want to miss it. So, he left the dining room before the family finished the supper. 

10:00 p.m. Mark remembers that tomorrow he has to go to college again and all his 
homework is waiting in his bag! 

10:15 p.m. Mark falls into bed exhausted. He knows that tomorrow will be just as 
stressful... 

 
 

Is your daily life also so busy? 
 
Why? 
 



 

Worksheet 2 Work task ‘development of method’ 17 

Task for the groups: 
 
 

Mark's life consists of various tasks and appointments 
that he has to manage. 
 
In relation to each of the points below, note down one step 
that would help Mark to plan and manage his day in a 
better way. 
 
1. In order to plan his appointments and tasks, Mark should … 
 
 
 
2. Are all of Mark's tasks and appointments equally important 
and urgent? Mark could… 
 
 
 
3. In order to organize all tasks and appointments in a 
manageable way, Mark should … 
 
 
 
4. During the day, Mark should pay attention to… 
 
 
 
5. At the end of the day Mark should… 
 

 



 

Worksheet 2 Possible solution 18 

Task for the groups: 
 
 

Mark's life consists of various tasks and appointments 
that he has to manage. 
 
In relation to each of the points below, note down one step 
that would help Mark to plan and manage his day in a 
better way. 
 
1. In order to plan its appointments and tasks, Mark should … 
 
 
 
2. Are all of Mark's tasks and appointments equally important 
and urgent? Mark could … 
 
 
 
3. In order to organize all tasks and appointments in a 
manageable way, Mark should … 
 
 
 
4. During the day, Mark should pay attention to … 
 
 
 
5. At the end of the day Mark should… 
 

 

 

 

e.g. Identify their approximate duration 

e.g. Highlight the most important and urgent 
tasks of the day 

e.g. Write them down on a piece of paper 

e.g. What he has already completed and 
what still needs to be done 

e.g. Consider which tasks took too much 
time 



 

Worksheet 3 Work task ‘structuring the goals‘ 19 

Task for the group: 
1. In the first column of the table, note down Mark’s tasks and 

appointments after two o’clock. 
2. Estimate how much time Mark needs for his appointments 

and tasks, and enter the duration in the table. 
3. Decide on the importance and urgency of each of Mark's 

tasks and appointments. 
 

Task or Appointment Duration 
(in minutes) 

Importance 
I!   = Important 
NI = not that important 

Urgency 
U!  = Urgent 
NU = not urgent 

    

 
 

   

 
 

   

    

    

 
 

   

    

    

 

Is Mark able to manage all tasks and appointments? 
 
If not, do you have a solution? 



 

Worksheet 3 Sample solution  20 

Task for the group: 
1. In the first column of the table, note down Mark’s tasks 
and appointments after two o’clock. 
2. Estimate how much time Mark needs for his 
appointments and tasks, and enter the duration in the table. 
3. Decide on the importance and urgency of each of Mark's 
tasks and appointments. 

 
Task or Appointment Duration 

(in minutes) 

Importance 
I!   = Important 
NI = not that important 

Urgency 
U!  = Urgent 
NU = not urgent 

lunch 30 I! U! 

interview with the manager  30 I! U! 

meeting friends and going to the  
shopping mall to buy T-shirt 

90 I! NU 

listening to the new music 
album recently bought 

30 I! NU 

buying food for supper and 
taking the dog for a walk 

60 I! U! 

eating with the family 45 !! NU 

watching the adventure film  105 NI NU 

doing homework 60 I! U! 

 
Can Mark keep all tasks and appointments? 
No, because he has scheduled too many things, he didn’t take into 
account the time for transport and he is late for appointments. 
If not, do you have a solution? 
For example: Shortening the visit at the shopping mall. 
Putting off listening to music for tomorrow, recording the film and 
watching it during the weekend. 
 



 

Worksheet 4 Mark’s daily schedule 21 

Mark‘s daily schedule 
 Take the chart of the group work with the importance, urgency and 

 duration of tasks and appointments.  

 Fill in the appointments and tasks so that Mark is able to manage 
 the day.  

 Do not forget to reserve the not that important and not urgent things for the next 
day! 

 
 
Time 

 
Estimated 
duration 

 
Task/appointment 

done 

 
 
Notes 
 

2h  
 

   

2:30h  
 

   

3h  
 

   

3:30h  
 

   

4h  
 

   

4:30h  
 

   

5h  
 

   

5:30h  
 

   

6h  
 

   

6:30h  
 

   

7h  
 

   

7:30h  
 

   

8h  
 

   

8:30h  
 

   

 

Next 
day 

    



 

Worksheet 4 Sample solution 22 

Mark‘s daily schedule 
 Take the chart of the group work with the importance, urgency and 

 duration of tasks and appointments.  

 Fill in the appointments and tasks so that Mark is able to manage 
 the day.  

 Do not forget to reserve the not that important and not urgent things for the next 
day! 

 Remember, that estimated duration of the tasks does not include getting from 
place to place and breaks. 
 

 
Time 

 
Estimated 
duration 

 
Task/appointment 

done 

 

 
Notes 
 

2:30h 30 min. lunch at home  He buys take away 
meal. 

3:30h 30 min. interview with the manager   

4:30h 90 min. 
meeting friends and going to the 

shopping mall  

Telling friends that 
they would be in the 

clothes store for 
shorter than they 

planned (from 120 to 
90 minutes) as he 
has to go home to 
walk the dog and 
buy some food for 

supper. 

6:30h 60 min. 
buying food for supper and taking 

the dog for a walk   

8h 45 min. eating supper with the family   

8:45h 65 min. 
homework and packing school 

supplies for the next day   

 

Tomorrow 
30 min. 

listening to the new music album 
recently bought 

  

Weekend 105 min. watching recorded film   
 

 



 

Worksheet 5 Transfer:  
Task prioritizing and time structuring 
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Your personal time management on a typical day within 
your apprenticeship: 

Date of the planned day: …………… 

1st Step:  Enter your appointments and tasks in the chart and note their 
duration, urgency and importance  
2nd Step:  Enter the important appointments and tasks and explain this to 
the person sitting next to you – is your plan realistic? 

 
Time 

 
Estimated 
duration 

 
Task/appointment 

Importance 
I!   = important 
NI = not that 
important 

Urgence 
U!  = urgent 
NU = not 
urgent 

done 

 

 
Comments 
 

8:00       

9:00       

10:00       

11:00       

12:00       

13:00       

14:00       

15:00       

16:00       

17:00       

18:00       

1900       

20:00       

21:00       

 
Tomo
rrow 

      



 

Worksheet 6 Transfer: I 
Implementation and evaluation 

24 

3
rd

 Step 

Now the schedule is used. 

1. Take it home and put it in a place where you cannot ignore it. 

2. Try to follow this schedule on the chosen day.  

3. You may want to tick off items once you have completed them. 
  In the 'Comments' field you may write down if something 

worked     particularly well or if you needed more time for an 
appointment     than intended.  
 

4
th
 Step 

Discuss your schedule in pairs answering the following questions: 
  
Could you manage everything as 
stated in the schedule? 

yes       no:  
What could not be done and why? 
1.                          
2.          

For which appointments and tasks 
did you take more time than 
planned? 

 
 
 

Were you satisfied on the whole with 
your planning? 

 
 
 

What would you change?  
 
 

What would you keep?  
 
 

Were there any tasks or 
appointments that were not so urgent 
so you would move them to the next 
day? 

 

What do you think are the 
advantages (or disadvantages) of 
such a daily schedule? 
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Your feedback  
How did you verify the planned day? 
 
 
 

Did you plan all tasks to do during a typical day? 
 
 
 
 
 
 
Did you plan well the duration of the tasks? 
 
 
 
 
 
 
Did you define well the urgency and importance of the tasks?  
 
 
 
 
 
 
 
Accordingly, what should you correct in your daily routine? 
 
 
 
 
 
 
 
Do you intend to use the method you learned in the future for  
managing your time? Why? 
 
 
 

 

 

 

 

 

 

 

 

 

 



ReSeCo – Retail Sector Competencies 
Teaching-learning arrangement, Time management 

 

Slide 1 Placard of task or appointment 
26 

5.3 Slides 

 

 The slides are for the teacher to demonstrate particular situations and problem issues in 

a plenary session. 

 It is recommended, where appropriate, to prepare worksheets as slides to explain 

exercises and to stimulate discussion in a plenary. 
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5.4 Illustrations 

 The illustrations show you what certain elements of the teaching-learning 

arrangement may look like. They are meant as suggestions and should make the 

planning of the lessons easier. 

 Illustrations 1 and 4 show the example of student work in the classroom. 

 The figures of the time management method (Illustrations 2 and 3) can be created 

and designed individually by the students or shown by the teacher.  
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One example for clustering the student’s statements: 

Working steps in the time management method 

 

 

 

 

!

Get up early

Make  a new 
appointment

Review the schedule

Enough sleep

Later he can fall 
asleep again.

Doing homework
To deal with other 
activities
Unforeseen events!

Keeping an eye 
on the time

To keep the 
appointment

To follow 
the plan

punctuality

Planning the 
day

Create day‘s 
schedule

Organize one‘s 
time

Tasks and
appointments Breaks!
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Example 1: Presentation of the developed time 

management method 

 

 

 

 

 

 

Time Management

Make a list of
tasks and

appointments

- Estimate time required
- Identify importance

Create a schedule for the day
- Include breaks
- Allow for unforeseen events

Put the schedule
into action

Review!

1

2

3

4

5
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Example 2: Presentation of the developed time management 

method 

 
 

 
 
 

Explanation of the model 
 

The model shows the sequence of steps that should be performed by Mark to plan his day. 
The upper part of Example 2 shows the scheduled tasks and their duration, while the lower 
presents the way of their implementation, along with the comments. In this model of time 
management, it is important to implement various stages of planning in the appropriate 
order. 
 

 

TA1 TA2Break
Free
time

2. Structure 
 of the tasks

3. Daily planning
   / organisation 
     of time

4. Implementation

5. Evaluation

1. Set tasks

TASK (TA)

Problems

 Success

Behaviour etc.

Task completed?
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Example of presenting (Slide 1) Mark’s tasks and 
appointments, with information about duration, urgency and 
importance 
 

 

 

 

 

Lunch

Buying
food for supper
and walking the 

dog

Go to the 
shopping mall

Homework
Eating

supper with 
family

20:00

Have a break

Interview

with manager 
15:30

Watching
adventure film

Take a 

shower

Listen to
music

Pack school 

supplies for the 

next day

Meeting
friends

16:30

15 min.

NUI!

60 min.

U!I!

75 min.

NUI!

45 min.

U!I!

60 min.

U!I!

30 min.

NUI!

105 min.

NUNI

30min.

U!I!

15 min.

NUI!

15 min.

NUI!

5 min.

NUI!

30 min.

NUNI
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